
Q U I C K  R E F E R E N C E  G U I D E   
NCVIP PM Technology Training for Managers & Supervisors—
Planning  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

  

Click on “Home,” 

and select 

“Universal Profile.” 

From the “Home” 

tab, select 

“Universal Profile.” 

Click on “Actions.” 
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Approve Perf. Plan for John Smith 

On your “Actions” screen, 

determine which 

performance plan you 

wish to approve. 

Click Launch. 
Approve Perf. Plan for John Smith 

You are in the 

“Manager 

Approval” step. 

Click on “Get 

Started.” 



Q U I C K  R E F E R E N C E  G U I D E   
NCVIP PM Technology Training for Managers & Supervisors—
Planning  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

0% 0% 

This is the “Individual 

Goal Planning” screen. 

Here you can review 

your employee’s goals. 

After reviewing the 

goals, click “Save 

and Continue.” 
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This is the 

“Organizational Core 

Values” screen. 

Here you can review and 

make comments on the 

Values your employee is 

expected to demonstrate. 

When you have 

completed your review 

and commentary, click 

“Save and Continue.” 

On the “Sign Off 

Section” screen, click 

the checkbox. . . 

. . . then click “Sign.” 

Make any comments in 

the box . . . 

. . . and click “Submit.” 
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Next Level Manager Sign Off Process 

Approve Perf. Plan for John Smith 

Click on “Home,” 

and select 

“Universal Profile.” 

From the “Home” 

tab, select 

“Universal Profile.” 

Click on “Actions,” 

Approve Perf. Plan for John Smith 

. . . then click “Launch” 

for the plan you want to 

review. 
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You are in the “Next 

Level Manager 

Approval” step. 

Click on “Get 

Started.” 

This is the “Individual 

Goal Planning” screen. 

Here you can review 

the employee’s goals. 

When you’ve completed 

your goals review, click 

“Save and Continue.” 
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This is the 

“Organizational Core 

Values” screen. 

Here you can review and 

make comments on the 

Values your employee is 

expected to demonstrate. 

When you have 

completed your review 

and commentary, click 

“Save and Continue.” 

On the “Sign Off 

Section” screen, click 

the checkbox. . . 

. . . then click “Sign.” 

Make any comments in 

the box . . . 

. . . and click “Submit.” 


